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Help Options 

• Review Circulation Skills Checklist: 
http://will.state.wy.us/wyld/network/committees/training/cir
c.html 

• Sign up for e-mail distribution lists: 
http://will.state.wy.us/wyld/email/lists.cfm 

• Review Online Help – Click on the word Help in the Menu bar 
while in Workflows -- context (opens directly to window that 
is displayed) or contents – both options allow you to search 
specific topics 

• Review WYLD TechNotes, SirsiDynix Manuals and access to 
other documentation: 
http://will.state.wy.us/wyld/docs/index.html 

• Call or e-mail WYLD Support Team – 
wyldstaff@will.state.wy.us 
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Right click on each wizard to 
access Properties 
 
 
Circulation – Common Tasks 
CheckOut wizard 
Property Settings 
Behavior tab 
 
 
Charge printing – raised bar “Print 
date due slips” 
 

 
Cache item ID’s 
Do not automatically renew 
items already checked out 
Display circulation note 
Print date due slips 
Print charge receipts 
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Circulation – Common Tasks 
CheckOut wizard 
Property Settings 
Behavior tab – raised bar for  
“Print due date slips” 
Defaults tab 
 
Use the gadget next to each text 
box to either enter strings of text 
of your choosing (Receipt header 
and Receipt footer) or make 
selections from a list of pre-
selected options (Receipt fields) 
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Circulation – Common Tasks 
CheckOut wizard 
Property Settings – Behavior tab 

Raised bar “Print date due slips” 
Defaults tab 
 
Click on gadget  
Use arrows to move  
selections that will print  
on date due slips as shown 
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Circulation – Common Tasks 
CheckOut wizard 
Property Settings 
Helpers tab 
 
Click on any of the raised bars to add more options 
 

 
 
Start with search helper 
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Circulation – Common Tasks 
CheckOut wizard 
Property Settings 
Helpers tab – Start with search helper 
 

Selecting this option results in 
automatic pop up of search 
helper when Checkout wizard 
is activated  7 



 
Circulation – Common Tasks 
Discharging wizard 
Property Settings 
Behavior tab 
 

Display circulation note 
Accumulate fines 
Display user information 
Display bill warning for every 
item 
More options for sounds 
 
Print options  
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Circulation – Common Tasks 
Discharging wizard 
Property Settings 
Defaults tab 
 
Values are determined by WYLD Policies 
 
View Online Help Files for explanation of 
Defaults 



 
Circulation – Common Tasks 
Discharging wizard 
Property Settings 
Helpers tab 
 
Click on raised bars to add more options 
 

 
Check Item Status 
Print User 
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Circulation – Common Tasks 
Discharging wizard 
Property Settings 
Helpers tab – raised bar for “Print User” 
 
Select options to print 
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Circulation – Common Tasks 
Fine Free Discharge wizard 
Property Settings 
Behavior tab and Helpers tab 

Delivered defaults shown 
 
Click on raised bars for additional options 
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Circulation – Common Tasks 
Renew User wizard 
Property Settings 
Behavior tab, Defaults tab,  
& Helpers tab  
 
Delivered defaults shown 
 
Click on raised bars for more 
options  
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Circulation – Common Tasks 
Renew Item wizard 
Property Settings 
Behavior tab, Defaults tab,  
& Helpers tab  
 
Delivered defaults shown 
 
Click on raised bars for more options 
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Circulation – Common Tasks 
Billing a User wizard 
Property Settings 
Behavior tab, Defaults tab,  
& Helpers tab  
 
Delivered defaults shown 
 
Click on raised bars for more options 
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Circulation – Common Tasks 
Paying Bills wizard 
Property Settings 
Behavior tab, Defaults tab,  
& Helpers tab  
 
Delivered defaults shown 
 
Click on raised bars for more options 
 



 
Circulation – Common Tasks 
Item Search and Display wizard 
Property Settings - Defaults tab 
 
Descriptive view displays the  
Bibliographic record with the fixed 
field elements at the top of the 
record as you are used to seeing it 
 
Display descriptive labels shows 
record tags with descriptions 
instead of just tag numbers 
 
 
Default selection of Item tree 
display collapsed shows call 
numbers without their barcodes 
 
Default selection of Item tree 
display expanded shows call 
numbers with all their barcodes  
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Circulation – Common Tasks 
Item Search & Display 
wizard 
Property Settings 
Defaults tab …(cont) 
 
Select tabs you wish to view 
for bills, checkouts, orders, 
and holds 
 
Configure information  
displayed within those tabs 
as you wish 
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Circulation – Common Tasks 
Item Search and Display wizard 
Property Settings 
Behavior tab 
 
Delivered defaults shown 
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Circulation – Common Tasks 
Item Search and Display wizard 
Property Settings 
Helpers tab 
 
Clicking on the raised bar for the 
option to Display Bibliographic 
Description enables you to 
configure additional options for 
entry as shown at the left 
 
Note: You need to be able to see 
the fixed field as it is from this area 
of the bibliographic record that the 
system pulls the periodical’s 
publication frequency 
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Circulation – Common Tasks 
Item Search and Display wizard 
Property Settings 
Helpers tab – raised bar to Configure Options for 
Item Search 
 
These are system delivered defaults 
Change these settings if you wish to limit a 
search to one or more of these options 
 
For a shelflist browse of your library’s call 
numbers, select the class scheme used most in 
your library  
 
When the Item Search and Display wizard is 
open, these configuration options display when 
clicking on the helper shown below   
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Circulation – Common Tasks 
Item Search and Display wizard 
Property Settings 
Helpers – raised bar to configure 
options for Advanced search  
 
Select options as desired for 
combined searches 
 
When the Item Search and Display 
wizard is open, these configuration 
options display when clicking on the 
helper shown below   
 

This helper works like a toggle; 
click on it again to close this 
search option 22 



 
Circulation – Common Tasks 
Check Item Status wizard 
Property Settings 
Behavior tab 
 
Click on raised bars to select more 
options if you chose to allow printing 
 
Enter your own text 
Note: The print option in the raised 
bar allows you to enter text for each 
type of hold slip 
 
Be sure you’ve configured your 
receipt printer under Preference in 
the Menu options as shown below 
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Circulation – Common Tasks 
Check Item Status wizard 
Property Settings 
Behavior tab –raised bar for “Print available hold 
slips” 
 
Use the gadget next to each text box to either 
enter strings of text of your choosing (Receipt 
header and Receipt footer) or make selections 
from a list of pre-selected options (Receipt fields) 
as shown below; use arrows to move selections 

Enter your own text 
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Circulation – Common Tasks 
Check Item Status wizard 
Property Settings 
Behavior tab – raised bar for “Print available 
hold slips” 
Receipt header 
 
Click on the gadget for Receipt header to 
display the window shown here 
 
Enter desired information as shown: 
 
Click on the Add button to add each line to the 
receipt header (or just hit the enter key on 
your keyboard) 
 
Each line of text can be re-arranged within the 
header by using the up or down button 
 
Click the Save button when finished 

Enter your own text 
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Circulation – Common Tasks  
Check Item Status wizard 
Property Settings 
Behavior tab 
“Print available hold slips” raised bar 

Text of available hold slip created by clicking on 
gadget next to each text box 
 
Enter your own text 
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Circulation – Common Tasks 
Check Item Status wizard 
Property Settings 
Helpers tab 
Raised bar for “Item Search” – 
Behavior tab 
 
Note: within the window of the 
Item Search raised bar there are 
two tabs in which to set options: 
Behavior tab and Defaults tab 
 
Both are shown at left  
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Circulation – Common Tasks 
Check Item Status wizard 
Helpers tab – raised bar 
“Change Item ID” 

Note: within the window of the Change Item 
raised bar - Item Search bar, 
 there are two tabs in which to set  
options: Behavior tab and Defaults tab 
 
Both are shown above  28 
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Circulation – Users 
Property settings not provided:  
Display User wizard 
User Registration wizard 
Modify User wizard 
Copy User wizard 
Confirm Address wizard 
Renew Privileges wizard 
 
Remove User wizard 
Display Request wizard 
Remove Request wizard 
 
Information about the property settings for these wizards is available in the 
Online Help Files. 
 



 
Circulation – Users 
Suspend User wizard 
Property Settings 
 
Behavior tab - select time associated with suspension 
Defaults tab  - select reason for suspension 
 

Use to reduce privileges instead of blocking 
user 
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Circulation – Users 
Suspend User wizard 
Property Settings 
Helpers tab  
 
Clicking on the raised bar for “User Search” 
displays a Defaults tab and a Helpers tab 
 

Use to reduce privileges instead of blocking 
user 
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Circulation – Users 
Suspend User wizard 
Property Settings 
Helpers tab 
 
Clicking on the raised bar for “Item Search” 
displays a Behavior tab and a Defaults tab  
 

Use to reduce privileges instead of blocking user 
 

32 



Circulation – Users 
Unsuspend User wizard 
Property Settings 
 
Behavior tab – select time 
associated with suspension 
 
Defaults tab – select reason  
Suspension was lifted – either 
Canceled or Forgiven  
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Circulation – Users 
Unsuspend User wizard 
Property Settings 
Helpers tab  
 
Clicking on the raised bar for “User Search” 
displays a Defaults tab and a Helpers tab  
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Circulation – Users 
Unsuspend User wizard 
Property Settings 
Helpers tab 
 
Clicking on “Display User” 
Displays a Behavior tab and 
a Helpers tab  
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Circulation – Users 
Unsuspend User wizard 
Property Settings 
Helpers tab 
 
Clicking on the raised bar for “Item Search” 
displays a Behavior tab and a Defaults tab 
for setting more options 
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Circulation – Items 
Property settings not provided:  
Add Item wizard 
 
Mark Item Lost 
Delete Title, Call Numbers or Items 
 
 
Information about the property settings for Add Item wizard can be found 
in the Cataloging Properties Technote. 
 
Information about the property settings for Mark Item Lost wizard is available in 
the Online Help Files. 
 
Information about the property settings for Delete Title, Call Numbers or Items 
can be found in the Cataloging Properties Technote. 
 



38 

 
Format should be ONTHEFLY if entering 
temporary brief records for the purpose of 
circulating uncataloged materials 
 
Use entries: set to SELECTED ENTRIES and 
enter the options shown here. Separate each 
tag line with a comma, no spaces between 
tags: 020,100,245  
Include the tag for the ISBN so these records 
can be matched with full bibliographic 
records whenever possible 
 
Item type is also ONTHEFLY  
 
Select your library 
 
Select location CATALOGING  

Circulation – Items 
Add Brief Title wizard 
Property Settings 
Defaults tab 
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Circulation – Items 
Add Brief Title wizard 
Property Settings 
Behavior tab 
 
Set option to auto -generate item ID if 
not adding a live barcode 
 
If checked, ISXN warnings indicate an 
Invalid ISBN or ISSN has been entered 
You will not be prevented from 
adding the invalid number 
 
Set Modify options to allow you to 
make changes in all of these areas 
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Circulation – Items 
Change Item ID wizard 
Property Settings  
Behavior tab & 
Helpers tab 
 
Delivered defaults shown 
 
Click on raised bar in Helpers 
tab to change “Item Search” 
options in Behavior and 
Defaults tabs 
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Circulation – Items 
Mark Item Missing wizard 
Property Settings 
Behavior tab 
 
User ID: preset by WYLD Office 
Do not change this User ID 
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Circulation – Items 
Mark Item Missing wizard 
Property Settings 
 
Helpers tab - raised bar for 
“Item Search” 
 
Clicking on raised bar for 
“Item Search”  
displays a Behavior tab and 
Defaults tab for setting search 
options 
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Circulation – Holds 
Property settings not provided:  
Request Item wizard 
Onshelf Items wizard 
Display User Holds wizard 
Modify Holds for Users wizard 
Remove User Holds wizard 
 
Modify Holds for Item 
Trap Holds 
 
Information about the property settings for these wizards is available in the 
Online Help Files. 
 
 



Circulation – Holds 
Display Title Holds wizard 
Property Settings 
Helpers tab 
 

Clicking on raised bar for 
“Item Search” displays 
Behavior tab and Defaults 
tab for search options 
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Circulation – Holds 
Display Title Holds wizard 
Property Settings 
Helpers tab – raised bar for “Detailed Hold Count” 
 
Select options for what you want to see 
 

 
 
 

After retrieving a record using this wizard, 
and clicking the OK button at the bottom of 
the Call Number tab, this window will appear  
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Circulation – Holds 
Display Title Holds wizard 
Property Settings 
Helpers tab – Detailed Hold 
Count 
 

After retrieving a record using this wizard and clicking 
on the Helper, this window appears. It can be set here 
to display the options you wish 
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Circulation – Special 
Property settings not provided:  
User Claims Returned wizard 
User Lost Card wizard 
Modify Due Dates wizard 
 
Mark Item Used wizard 
Inventory Item wizard 
Ephemeral wizard 
 
 
Information about the property setting for these wizards is available in the 
Online Help Files. 
 



 
Circulation – Special 
Credit User Account wizard 
Property Settings 
Behavior tab 
 
Clicking on raised bar for “Print 
Patron Credit Receipt” displays 
the notice template for 
entering your own text 
 
Click on gadget next to each 
area to enter either strings of 
text (Receipt header and 
Receipt footer) or make 
selections from a list of pre-
selected options (Receipt 
fields) 
 

48 



Circulation – Special 
Credit User Account wizard 

Property Settings – Behavior tab 
Raised bar for “Print Patron Credit Receipts”  
 
Clicking on gadget for Receipt fields retrieves pre-
selected options 
Use arrows to move selections 
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Circulation – Special  
Credit User Account wizard 
Property Settings 
Helpers tab 
 
Clicking on raised bar for “User Search” 
displays Defaults and Helpers tabs for 
setting more options 
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Circulation – Special 
Credit User Account wizard 
Property Settings 
Defaults tab 
 
Select Payment type    Select Credit reason 
 



Circulation – Special 
Credit User Account wizard 
Property Settings 
Helpers tab 
Click on  raised bar for 
“Manual Refund” to display 
Defaults  
Select options for Payment 
type and Credit reason 
 
 
Helpers tab 
Click on raised bar for 
“Manual Withdrawal” to 
display Defaults 
Select options for Payment 
type and Credit reason 
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Circulation – Special  
Discharging Bookdrop wizard 
Property Settings 
Behavior tab & Helpers tab 
 
 
Delivered defaults shown  
 
 
 
 
In the Helpers tab, click on 
raised bar of “Item Search” 
to select other search 
options 
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Circulation – Special  
Discharging Bookdrop wizard 
 
**Using this wizard** 
Date of Discharge 
 
Use the gadget next to 
the Date of Discharge 
to open the calendar  
window shown at right. 
 
Pay particular note of the  
time at the bottom of this 
calendar. 
11:59 PM 
 
All items discharged with this wizard will be considered returned at this time: 11:59 PM. 
If an item with a 2 hour loan is returned within those 2 hours,  unless this time is 
changed, that item would be considered overdue and subjected to any fines assessed by 
that library. 
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Circulation – In-Transit Items  
Pending Transits wizard 
Property Settings 
Behavior tab & Helpers tab 
 
Delivered defaults shown 
 
 
 
 
Circulation – In-Transit Items 
Receive Transit wizard 
Property Settings 
Behavior tab & Helpers tab 
 
Delivered defaults shown 
 
Click on raised bars for more 
options for “Item Search” 
and “Change Item ID” 
 
 
 
 
 
 
 


